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New Employee ChecklisT – El Paso
(January 2011) 
INSTRUCTIONS: This checklist is designed to assist supervisors with the orientation of staff employees but can also be used to orient faculty, residents and student assistants 
EMPLOYEE’S NAME: ________________________________
POSITION TITLE: __________________________
Dept/Location: ___________________________________ 
PHone #: __________________________________
Supervisor’s NaMe: _______________________________ 
HIRE date: ________________________________
PRIOR to 1ST DAY of Employment:

Prepare for Employee’s Arrival:
_____
Schedule employee to attend New Employee Orientation (NEO) beginning 1st day of employment (visit 
www.ttuhsc.edu/hr/training/ for schedules).  If unable to attend NEO on first day of employment, schedule employee 
to attend next available NEO (have employee bring this checklist).
_____
Provide employee with reporting instructions (NEO date/location/start time) and to bring *required employment 
documentation (see p. 3 of I-9 form located at http://www.ttuhsc.edu/hr/Employment/I9.pdf  for a list of acceptable 
documents)
_____
Prepare employee’s work area (furniture, equipment, supplies, etc.) 
_____
Other departmental requirements (list):

	

	


Beginning the 1ST DAY of Employment (or following completion of NEO):

Departmental Orientation with Supervisor:
_____Mission of TTUHSC/Center/Department

_____ Keys, ID & departmental security procedures
_____Reporting structure (Dept. Org. Chart)


_____ Computer usage/guidelines/access/passwords 
   
_____Copy of PDQ for review and signature


_____ Telephone procedures/training (per Dept.)
_____Job title, rate of pay and basic duties


_____ Tools, supplies & other work equipment
_____Hours of work, meal/break periods…



(copier, fax, cell phone, pager…) / Dept. Tour…

_____Vacation, sick leave, overtime…


_____ Special accommodations (if needed)

_____Attendance
 (Standards/Operating Policy)

_____ Workplace safety:
                                                                                                                 

_____Dress code (Standards/Operating Policy)



- Reporting of an on the job injury
_____Time sheets/leave reporting 




- Emergency telephone numbers
_____Parking locations/requirements



- Location of fire exits, fire extinguisher (Level-II Form)






 
_____ Drug/Smoke Free Workplace (OP’s 70.39/10.19)
_____* Confidentiality
· Review TTUHSC OP’s 52.09  Confidentiality Statements.
· Discuss information and expectations pertaining to HIPAA, FERPA and GLBA (as appropriate) and have employee sign applicable confidentiality forms.  Maintain forms per departmental procedures.
_____
* Immunization:

· New Employee must report to the Occupational Health Department for assessment.
· Contact: Maria Ramirez or Michael Herrera at: 915-545-6541
EMPLOYEE’S NAME: ________________________________
DEPARTMENT: ____________________________
Within the First 3-DAYS of Employment (if not completed during NEO):
Employment Processing:
_____    Visit Human Resources (HR) to complete all required employment paperwork to include I-9 Documentation 
(required by federal law) and other employment/benefits processing.  IMPORTANT: Failure to do so may result in 
employee missing important insurance eligibility and payroll deadlines.
_____
* ConnecTech / BANNER Web-Time--Timesheet/Leave--Entry Training.  Tutorial(s) available at: http://www.ttuhsc.edu/hr/connectech/
Within the First 10-DAYS of Employment (if not completed during NEO):
_____
* NESOP Level 1 Training at http://www.ttuhsc.edu/Admin/safety/training.aspx 
_____
* NESOP Level 2 Training at http://www.ttuhsc.edu/Admin/safety/edu/NESOP_Level2.pdf   
_____
* Job/Department Specific Safety Training at http://www.ttuhsc/edu/Admin/safety/training.aspx   
_____
Request eRaider account: https://eraider.ttuhsc.edu/signin.asp
_____
Request other computer system access/user IDs as needed.  Note: Direct requests for Banner Student Access,

               (student records) Contact David Carter, TTUHSC Registrar, david.carter@ttuhsc.edu or 806-743-2300.

Within the First 30-DAYS of Employment:

Complete Other Required Training (if not completed during NEO):
_____
*EEO/Sexual Harassment Prevention Training at: https://legacy.ttuhsc.edu/hr/training/EEOTraining/default.asp
_____
*Institutional Compliance Orientation at:
http://www.ttuhsc.edu/it/acme/default.aspx?CourseKey=1c668ad6-33a2-4b98-8221-751877665c92

Sign in using your e-raider and password.  Click on “Required Courses”.  Contact Leslie Miles, 806-743-1288 or    leslie.miles@ttuhsc.edu.

_____
*Privacy & Security Training (HIPAA) at:
 http://www.ttuhsc.edu/it/acme/default.aspx?CourseKey=8385d7ab-07a7-4b8d-b8fc-f8af732a621d
Sign in using your e-raider and password.  Contact : Yvette Quintana-Chavez, 915-545-6586, or  Yvette.QuintanaChavez@ttuhsc.edu, or the IT security Dept, 915-545-6742. 
_____
Billing Compliance
Contact Gail Hayden, 915-545-6590 or gail.hayden@ttuhsc.edu.   This is for Providers who bill for patient care. 

_____
Workplace Violence at: http://www.ttuhsc.edu/Admin/safety/training.htm   
_____ 
SERVICEplus Training (Should be scheduled within 30-days - required for staff only): 
Register 
online at www.ttuhsc.edu/hr/training/ or call Training and Staff Development


         
_____ 
Job/Department Specific Training (list): (i.e. Department Procurement Card, if applicable) 
	

	


Other:



_____
Ensure that employee has completed and turned in all required employment paperwork to Human Resources.
______ 
Additional Notes: ________________________________________________________________________________
ACKNOWLEDGEMENT: By signing, I acknowledge that all items contained in this checklist were completed unless otherwise noted.

Employee’s Signature_____________________________
 Printed Name_______________________________   Date____________

Supervisor’s Signature_____________________________   Printed Name_______________________________   Date____________

Once completed, forward a copy of this checklist to Human Resources-El Paso for placement in the employee’s personnel file.  The original is to be placed in the employee’s performance file maintained by the supervisor.
If you have questions, please contact Human Resources at 783-5150 or Training and Staff Development at 783-5164.
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